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- crsonnel Files - indivtdhal pwonael file folders, arranged alpha- 
betically, on each i individual occupying an - X/o slot, with mill* 
toyy personnel interfiled in the same drawers* la addition to these 
files on staff ®apley#if, separate files aro kept on staff agents sal 
contract agents* 

S* Position Inventory Record - This record is kept on Standard Form Ho, 7 
rather than oyvfcb. Cards are maintained on every T/o position, both 
headquarters and field, and are tabled to indicate! 

a* Positions which are double slotted 

b* Positions which are vacant 

e. Actions in Process 

d. Positions for which applicant* sre being considered 
e* Positions on field X/O's filled by headquarters personnel 

f. Position® an 'Yoj.eet f/ *e 

3* Cable fog - log of personnel caal.es received sad dispatched* 

**• ^i*patch File - 3xh card file indicating disposition of dispatches 
rccei ved • 


>• ^ - He r >ocstor Cara - 3x-- card control record of official personnel 

file folders withdrawn fro??! JC and subsequent disposition of file. 

6* ^ roup aospi to 1 1 Ration symont . ccord — 3xS c* ri record of payments . 

?• Personnel Action Control - a 3x5 card filed alphabetically by name a«i 
i indicating status of personnel action® in process. 

fP j$g * * we^rendum record of Personnel 1 valuation Keports sh-uving in- 
dividual office of action * *v : due date of report. 


9. 


10 . 


: ;ersonnel --cf on 'hrono - copies of personnel action requests in process 
filed in d* ronoloc ical sequence. ( Copy of SF-52 or facsimile) 

oc y to r ^ 1 » — orw 37"“^’, home add rasa f-n-i iscrt of kin cards prepared 
by Machines >e raids. 
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11. locator Flit - Mm* a# 10 except that this file Is » manually prepared 

dopTlesta for the convenience of the S rtdi tidaal who asaintsins it* 

12, P ecurlty Clearance "sntrol - 5*8 card naord ind? eating operation and 

security c l te«r#ceW > r " , or etetne, of eovsrt contract scents* 

13 * T/0 Record Book - typewritten list® of T/o positions and Incumbents filed 
' in 3 'ring Wader# . Changes ar- wade manually in pen or pencil. Three 
copies of this book eras maintained - one in ffice, Chief of -dmln. 
and two copies in ersonnsl Section* 

ll. Chronological Files - There are si * types of chrono file* me inisi ned. 

¥he*e a re i 

s* fink copies of personnel eat.les filed m mnolosic'4 by branch 

affected. 

b* Pink copies of personnel dispatches filed by it ranch eoneerned* 

e* Sloe copies of «Voiai dispatches end memo rends filed in 
chronological order in one consol 1 dated file folder. 

dm fink eopieo of outgoing iMPterenda pertainis*; to training watt are. 

e* rink copies of Cables on Training natters. 

f. Pink copies of dispatches on solitary peiwonnel natters. 

15* T, hy*lcal Security > ecorde - 

a* torrent heater o' 1 Ssewrl ty Officers assigned. 

b* On sail doty Officers roe tor »nd on cell list. 

c* Copies of tsenurenda relating to security violations. 

16. training Lscord Card - 3x5 card file indi eating course* cswpleted and 
" "acherroVed for «ll ew.pl oyees • 

17. Pyeado and true Mane file • a three part system of* 

a. one set of cards showing true na*ne end pseudo nawbsr fi l»d 
numerically* 

b. one set of cards showing pseudo and number filed alphabetically, 
and, 

c. Loos el erf binder listing true names alphabetically with 
number of pseudo card. 
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18. Training Regaoat T‘11 e - cepia# of all training requoate cojio#mi% 

personnel in training when eoun* is completed* copy £»«?» to 
tfsdiaJ #a»1 pmxv®nmt file folder. 

19. £ontnsct ftgont Vile • 3xi> card in pseudonym filed alphabetically tail* 

’ eating?" lex^th of contract, type of a£ent (? p , FT, etc.) branch ami 

c«s« officer. 


- 3 - 

SECRET 

Security Information 


Approved For Release 2001/07/28 : CIA-RDP78-04718A001 000320048-5 


